
The Indiana Family and
Social Services Administration

Division of Disability and Rehabilitative Services (DDRS) 

Home and Community Based Services (HCBS) 

Waiver Providers

Provider Re-Approval Webinar
September 20, 2016

Shelly Thomas, Assistant Director
Bureau of Quality Improvement Services (BQIS)

1



AGENDA

 Evolution of Re-Approval Process and Process Modifications

 Process Flow

 Changes to the Re-Approval Assessment and Documentation

 The best way to analyze your organization’s data

 Helpful Tips on Submission of Documents and Process Flow

 Resources 
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Evolution of the Re-Approval Process

Challenges that needed to be addressed:

 Restricted time frame for providers to complete the re-approval 

process

 Reports and forms were complex and difficult to view due to the 

format

Modifications to process to ensure:

 Collaborative Approach

 Well Defined Processes 

 Document Clarity

 Meaningful data review

 Improved outcomes for consumers
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Step 1 - December 2014

 Provider submission of Re-approval Assessment changed from 10 

calendar days to 30 calendar days

 Provider submission of Addendum(s) changed from 2 calendar 

days to 10 calendar days

 Questions added to the Re-Approval Assessment to help guide 

provider’s responses.
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Step 2 – Lessons learned in the first quarter 2015….. April 2015

 Data Assessment changed from essay style responses to a 

question and answer format. 

 Document renamed Re-Approval Assessment.

 Provider communications updated to add clarity.

 Requirement for providers to submit Accreditation documents 

added to insure BDDS data is current.
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Step 3 – Lessons learned from April 2015…..to present

 Re-Approval Assessment questions were revamped to add 

clarity and remove redundancy.

 Requirement for providers to review and update DDRS 

service list and submit with re-approval.

 Inclusion of a submission checklist to assist providers in the 

process.
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Looking ahead to the future:

The HCBS Waiver Services Provider Re-Approval Toolkit

• Step-by-step instructions and guidance

regarding overall re-approval process

• Data analysis guidance

• Tools to assist with the re-approval process

• Outline evaluation methodology for

determining length of provider re-approval
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Provider Re-Approval 

documents emailed

 Initial Letter

 DDRS Service List – Currently 

Approved

 Re-Approval Completion Guide

 Summary of Provider Review 

Profile (PRP)

 PRP – Full Report

 Excel Spreadsheet of Incident 

Reports for Specified Timeframe

 Re-Approval Assessment

 Submission Checklist
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Provider submits 

completed DDRS 

Service List, Re-

approval Assessment 

and Accreditation 

documents to BQIS

Send documents to:

BQISReporting@fssa.in.gov
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BQIS schedules a 

telephone call or 

meeting within 20 

business days to 

review open items 

• For BQIS to explain the questions 
that require further 
explanation/detail by the provider 
regarding the Re-approval 
Assessment submitted

• An email will be sent confirming the 
date and time of the call or meeting
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BQIS sends the provider 

a written request for 

information following the 

meeting.

Addendum request letter 

contains the questions 

clarified by BQIS during the 

meeting and a request for 

written response.
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Provider sends 

response to BQIS

Using the Re-Approval 

Assessment originally submitted, 

Provider inserts the word 

“ADDENDUM’ and then provides 

responses to each question in the 

applicable category. 



Webinar: DDRS HCBS Waiver Services Provider Re-Approval Process 45

Provider Services 

communicates provider 

re-approval period and 

sends Provider 

Agreement for signature 

and return

 Re-Approval period will be for 6, 

12 or 36 months

 Return the signed Provider 

Agreement to:

BQISReporting@fssa.in.gov

mailto:BQISReporting@fssa.in.gov
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Letter from BDDS 

outlining moratorium on 

new consumers for 90 

days

If re-approval is for a 6 month time 

period, the re-approval is 

probationary and a 90 day 

moratorium on new consumers is 

initiated.

TEMPLATE_Moratorium Notice_03.31.2015.docx
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How to best communicate your findings

Data Analysis - Example Response: “Of the 43 medication errors 

documented in the last year, 32 were attributed to three specific 

consumers. 25 of the medication errors took place when the individual was 

with family or other provider and not receiving services from our staff. Of 

the 8 remaining medication errors, it was determined that staff error was 

the cause and in each instance staff was retrained according to company 

policy before the staff member was allowed to pass medication again.”

Training - How does your organization ensure continued competency? 

(New hire, annual, between annual training, based on error rate, etc.)

Management - How is management oversight used to ensure 

compliance? (Forms, meetings, site visits, frequency, etc.)  
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 Providers submit the Accreditation Documentation, DDRS Service List, 

and Re-approval Assessment as properly labeled, separate documents 

attached to one email. The email is sent to BQISReporting@fssa.in.gov. 

 If the provider wishes to attach supporting information (training 

schedules, forms used in the organization, etc.), attachments may be 

added to the email as separate documents.  Please clearly label each 

document  as an Exhibit and reference with the Exhibit letter within the 

Re-approval Assessment.

 BQIS will review the documentation and contact the provider to 

schedule a telephone call or a meeting. The purpose of the meeting is 

for BQIS to explain any clarifying questions that require further 

explanation/detail by the provider.
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Helpful Tips on Submission of Documents and 

Process Flow (cont.):

 Should BQIS request additional written information, please use 

the Re-approval Assessment document originally submitted and 

insert the requested information in the appropriate location in 

the corresponding category. Please insert the word 

‘ADDENDUM’ prior to the additional wording. It is best to not 

delete the original wording and simply insert the requested 

information.

When in doubt….ask for guidance. 
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Questions
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Resources

Webinar PowerPoint presentation and related documents will be available on 

DDRS’ Provider Services webpage: http://www.in.gov/fssa/ddrs/2644.htm

Questions????: 

Shelly Thomas, Assistant Director

Bureau of Quality Improvement Services

317.234.2764

Shelly.Thomas@fssa.in.gov
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